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X uppATE [] AGENCY APPEAL [] MASTER ___ # requested

[] JoB corRecTiON  [[] 5.3 APPEAL [] cAREER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERSONNEL AREA CODE

69111
[} NEw pOSITION 1400 & 0474
CURRENT OFFICIAL JOB TITLE {IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) CURRENT PAY LEVEL CURRENT OFFICIAL JOB CODE
Rehabilitation District Supervisor 55-417 134990
REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE
Rehabilitation D:stnct Superviosr
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ORGANIZATIONAL UNIT NUMBER
0474

EMPLOYEE GROUP (CHOOSE QE)
[] FTHOURLY [X] FTSALARY [] PTHOURLY

| cost CENTER NUMBER /FUND
| 2120/1040

WORK PARISH
East Baton Rouge
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EMPLOYEE'S NAME — LAST, FIRST [ Employee Qualifies For Job | HUMAN RESOURCES cowmcr
Harris, Deanna & ves [Ino Allison Merrit
AGENCY/DEPARTMENT — OFFICE ~ DIVISION HUMAN RESOURCES TELEPHONE
LWC/OWD/LRS/BRRO-EBR { 225 )342-3055

OFFICIAL TITLE OF SUPERVISOR | DIRECT SUPERVISOR'S POSITION NUMBER HUMAN RESOURCES EMAIL

Rehab;lutatmn Regmnal Manager 2 ‘ 76733 M. Schexnayder-Chatelain AMERRKTT@LW LAGOV

INCUMBENT NAME ' [ T omcmum TITLE / AGENCY
Gabriel McGrew 69176 Rehabilitation District Supervisor

Ismary McLemore 56835 Rehabmtatmn Dls’tnct Supewlsor
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(X DETERMINES WORK ASSIGNMENTS  [X] RECOMMENDS HIRING/PROMOTIONS [X] TRAINS STAFE MUMBER OF
8 DIRECT
B REVIEWS AND APPROVES WORK  [X] PREPARES & SIGNS PES RATING B ApPROVES LEAVE SUBORDINATES
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E 1 eevtify that the information in this dacument is true and correct to the best of
wlicige.
certify that | have reviewed the position description. | disagree with a portion of
the and have

’Z‘ Fonrtify that | agres with this document,

3 1 certity that 1 have reviewed the position descri I disagree with 2 portion
of the and have attached

[:] I certify that | ageee with this document.

APPOINTING AUTHORITY [Required)

(] scertity that  have reviewed the position description, |
disagree with a portion of the contents and have attached
cormments.,
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Provide a brief staternent describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of
responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position. Attach additional pages if necessary.

PERCENTAGES MUST TOTAL 100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

This position will have the responsibilities of five (5) Rehabilitation Counselors, two (2) Rehabilitation Counselor
Associates, one (1) Administrative Coordinator IHl, with a total active vocational rehabilitation caseload of
approximately 900 individuals with severe disabilities. These disabilities include psychiatric, substance abuse,
mental retardation, spinal cord injuries, traumatic brain injuries, and other severe conditions. The mission of
vocational rehabilitation program is to provide services to assist eligible individuals with disabilities to enable these
individuals to enter and/or maintain gainful employment.

35% Monitors and reviews vocational rehabilitation case work of subordinate employees to assure appropriate services
are provided to clients in compliance with agency policy, agency procedure, state law and regulations, and federal
law and regulations. Directs, plans and organizes the work of professional level Rehabilitation Counseling staff,
Consults and gives assistance to professional staff regarding complex cases. Interviews and recommends the
selection, promotion, disciplinary action for Rehabilitation Counselors and support staff subject to review of the
Regional Manager. Serves as an assistant to the Regional Manger to handle various duties in conjunction with the

operations of the region to include special projects, attending meetings, monitoring timelines and the completion of
Timely Progress Reports.

25% Serves as an assistant to the Regional Manger to handle SE vendors, inventory and computers in conjunction with

the operations of the region to include special projects, attending meetings, monitoring timelines and the completion
of monthly Reports.

15% Provide on-going training to assigned staff to include initial training of new staff on agency policies and procedures,
orientation training of counselor skills, and provides training to veteran counselors regarding changes in policies and
procedures. Conducts regular staff meetings with group to discuss administrative directives, technology advances,
area labor market data, casework issues and difficult cases. Provides supervisory work planning, goal setting and
performance evaluations for professional and support staff in assigned unit.

15% Client services to include serving one day a week as "Supervisor of the Day” in the Baton Rouge Regional Office and
any additional duties assigned by the Regional Manager. Responsible for all RCA rotation and Medical Fee
Schedule Update Supervision.

10% Attend, as required, training for professional development in the areas of personnel performance appraisal,
supervision, medical/psychological aspects of disabilities, rehabilitation programs, technology, and job development
& placement.



